FastLane Travel and Reimbursement User’s Guide v1.6

1 FastLane Travel and Reimbursement Module

The FastLane Travel and Reimbursement (FLTR) Module allows
meeting participants the ability to access and update their meeting
information through the Panelist Functions of FastLane. Each meeting
participant will required to complete the Registration Questions
(please see the Participant Registration section below for detailed
information).

NOTE: Each meeting participant must answer the registration
questions and submit their personal and banking information for each
meeting they attend. These answers are used to determine the meeting
participant’s meeting and travel day rates as well as determining which
modules they have access to within FLTR.

Once the Participant Registration Questions have been answered, the
meeting participants will only see those modules that are available to
them.

Participant Registration

Each time that a meeting participant enters the FastLane Travel and
Reimbursement Module for a new meeting, they will be required to
answer general participant registration questions. The answers to these
questions will determine the meeting participant’s meeting and travel day
rates. The answers are also used to determine what functions of the
FastLane Travel and Reimbursement Module are accessible to the meeting
participant.

To access and complete the Participant Registration Questions, please
complete the following steps:

1. From the Panelist Functions Main Menu, click the “Travel and
Reimbursement Link” (see Figure 1 below).
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Gainesville, FL 326116120, USA | Panel Status Active

E-Mail arroyo@mil ufl edu
Office Phone 3523922639 ext

Change Passward ]

DEMOGRAPHIC INFORMATION

Race A
Fthnicity Mis Gender I[N
Crtizenship I[N Disability IN[FS

INote: The Panel Eewiew and Interactive Panel Systems are not available because the current date iz
after the cut-off date.
Chick to work on:
O Travel and Reimbursement
© Panel Review Systam (Mot availablz)

0 Interactive Panel System (Mot availabiz)
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Figure 1 - Panelist Functions Main Menu

2. The Travel and Reimbursement Main Menu will then be displayed
with a Participant Registration Questions link (see Figure 2 below).
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M5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

Fast{ER Panelist Logout
Functions| HoME

Travel and Reimbursement | main

Participant Name: Arroyo, Antonio Meeting ID:POS0&E13

This website will enable you to
input personal and banking
information required for
reimbursement and to make
travel arrangements. Use of
this system will expedite the
processing of your travel
reimbursement.

In order for NSF to reimburse you, please begin the
registration process by completing Step 1.

To begin the process, we have a 5TEPC Participant Registration Questions
few questions you need to answer,

If you have questions, please

contact the following meeting

contact, thenley@nsf.gow who will

be able to assist you.

If you hawve a SSN, it is required to
be provided by Federal Law. Your
number will be in a secure
database with limited access.

It is a federal travel regulation that
all travel arrangements must be
made through NSF's travel
management contractar,

Download Adohe Acrobat Reader for viewing PDF files

Mational Science Foundation
4201 Wilson Boulevard, Arlingtan, Virginia 22230, USA
Tel: 703-292-5111, FIRS: 200-877-8339 | TLOD: 703-292-5090

Privacy and Security

Figure 2 - FastLane Travel and Reimbursement Main Menu

NOTE: The first time you access the Travel and Reimbursement
Module, the Participant Registration Questions will be the only
link available. If you have previously completed the Participant
Registration Questions for this particular meeting, additional links
will be displayed on this screen (see each section for detailed
information about the possible links).

3. Click the “Participant Registration Questions” link.

4. The Participant Registration Questions page will be displayed with
the 8 registration questions (see Figure 3 below).
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NSF Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help
FastfElJZ panelist Functions| HoME Logout

Travel and Reimbursement | mamn

Participant Registration

. Participant Registration Questions

To begin the process, select YES or

NO to answer the questions at right. Participant Name: Witover, Brad Type: Assigned

Participants who do not have an account 1. Do vou have a U.5, Sodal Security number? ® vES O no
with a US Financial Institution will not be

reimbursed electronically. 2. Are you a U.S, Federal Government Employee? O vES & No
Participants who live in the US are 3. Are you a local participant? O ves ® no

required to provide banking information

7 oy el s 50 it Definition of Local Participant

4. Are you participating through teleconferencing? O vES @ No
If you have questions, please contact the e X
following meeting contact, Definition of Teleconferencing
syee@nsf.qov who will be able to assist 5. Are you a Foreign MNational living in the U.S. who is limited to reimbursernent @ vES O no
et for expenses only, such as an H-1B, -1, ar ] visa holder?

Further inforrmation on H-18, ©-1, or 1 visa holder

6. Is your home address located in the United States? ® veS O no
7. Do you have an account with a US Financial Institution? ® veS O o
Definition of US Financial Institution

8. Will you be making your travel reservations through NSF's travel agent? O ves & No

Continue | Cancel ‘

Download Adobe Acrobat Reader for viewing PDF files

Nat. E dat.

I Science F
4201 Wilson Boulevard, Arlington, Virginia 22230, USA
Tel: 703-292-5114, FIRS: 200-877-2339 | TOD: 703-292-5090

Privacy and Security

Figure 3 - Participant Registration Questions

The following questions are displayed on the page:
1. Do you have a US Social Security Number?
Are you a US Federal Government Employee?

2

3. Are you a local participant?

4. Are you participating through teleconferencing?
5

Are you a Foreign National living in the U.S. who is
limited to reimbursement for expenses only, such as an H-

1B, O-1, or J visa holder?
6. Is your home address in the United States?
7. Do you have an account with a U.S. Financial Institution?

8. Will you be making your travel reservations through NSF’s
travel agent?

NOTE: The words underlined above (Definition of Local
Participant, Definition of Teleconferencing, Further information on
H-1B, O-1, or J visa holder and Definition of U.S. Financial

4
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Institution) are hyperlinks that will display their definition when
clicked.

Each question is displayed with a “Yes” and “No” radio button
beside it.

5. For each question, select the appropriate answer by selecting the
“Yes” or “No” radio button.

It is very important that you enter accurate responses to each
question, as these answers will be used to determine your
Participant Type.

NOTE: Once your reimbursement information is submitted to
NSF and has begun the NSF Review and Approval process, the
Participant Registration Questions will be locked and will not be
able to be modified.

6. Once you have answered all of the Participant Registration
Questions, click the Continue button.

At this time, the Travel and Reimbursement Module will:
a) Validate that you have answered all questions
b) Verify your combinations of answers
c) Save your responses

d) Ifyou selected Type 4 or 5, the Travel and Reimbursement
Module will send an email to the meeting creator and any
other assigned personnel informing them that action may
need to be made in FedTraveler for your reimbursement

If any of the validation and verifications above fails, an error
message will be displayed at the top of the screen. The error
message will inform you of the exact error and how you can
resolve the error.

NOTE: Your responses will not be saved until you have clicked
the Continue button and your answers pass all
validations/verifications.

NOTE: If you have not registered by seven calendar days prior to
the meeting start date, an email will be sent to the meeting creator
and any other assigned personnel indicating as such.

7. Once your responses have been validated/verified, you have
successfully completed the Participant Registration Questions.
Your responses will be saved and your meeting and travel day
rates will be assigned appropriately.
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At this point, you will be taken to one of the following pages
depending on your response to Registration Question #1 (Do You
Have a US Social Security Number?):

a) If you answered “Yes”, you will be taken to the Social
Security Verification screen

b) If you answered “No”, you will be taken to the Personal
Banking/Contact Information screen

NOTE: Please see the Personal Banking/Contact Information
section below for detailed information on these pages.

Manage Personal Banking/Contact Information

In addition to the Participant Registration Questions, each time that a
meeting participant enters the FastLane Travel and Reimbursement
Module for a new meeting, they will be required to submit their Personal
Banking/Contact Information. Upon successfully answering all of the
Participant Registration Questions, the meeting participant will be able to
begin entering their Personal Banking/Contact Information.

First-Time Access to Personal Banking/Contact Information

If you have not verified your banking and contact information (Step 2),
you will be taken directly to the appropriate Personal Banking/Contact
Information screen after successfully completing the Participant
Registration Questions. Depending on your answer to Participant
Registration Question #1 (Do You Have a US Social Security Number?),
you will be taken to one of the following two pages:

e Answered “Yes” to Question #1: You will be taken to the Social
Security Number Verification Screen. Please see the Social
Security Number Verification section below for detailed
information.

e Answered “No” to Question #1: You will be taken directly to the
appropriate Personal Banking/Contact Information page. Please
continue to the Submitting Your Personal Banking/Contact
Information section below.

Previous Access to Personal Banking/Contact Information

If you have previously answered all Participant Registration Questions and
submitted your Personal Banking/Contact Information, you can access the
Personal Banking/Contact Information module again by:

1. After logging into the FastLane Panelist Functions module, click
on the “Travel and Reimbursement” link from the Panelist
Functions Main Menu.
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2. The Travel and Reimbursement Main Menu will be displayed with
the appropriate links (See Figure 4 below).

M5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

Fast{ERT) Panelist Logout

Functions| HoME

Travel and Reimbursement | man

Participant Name: Arroyo, Antonio Meeting ID:POS0&E13

This wehsite will enable you to
input personal and banking
information required for
reimbursement and to make
travel arrangements. Use of
this system will expedite the
processing of your travel
reimbursement.

In order for NSF to reimburse you, please complete the
registration process by clicking on Step 2 at right to
validate your personal and banking information,

To begin the process, we have a

few questions you need to answer, STEPG Participant Registration Questions

If you hawe questions, please

contact the following meeting 5TEP° Personal Banking/Contact Information

contact, thenley@nsf.goy who will

be able to assist you,

If you have a SSM, it is required to
be provided by Federal Law. vour
nurmber will be in a secure
database with limited access.

It is a federal travel regulation that
all travel arrangements must be
made through NSF's travel
management contractar,

Download Adobe Acrobat Reader for wiewing PDF files

Mational Science Foundation
4201 Wilzon Boulevard, Arlingtan, Yirginia 22230, USA
Tel: 703-292-5111, FIRS: §00-877-833% | TDD: 703-292-50%0

Privacy and Security

Figure 4 - FastLane Travel and Reimbursement Main Menu

3. Click the “Personal Banking/Contact Information™ link.

If you have previously answered Participant Registration Question
#1 (Do You Have a US Social Security Number?) as “Yes”, you
will first be required to verify your Social Security Number.
Please see the Social Security Number Verification section below
for more detailed information.

If you have previously answered Participant Registration Question
#1 (Do You Have a US Social Security Number?) as “No”, you
will be taken directly to the appropriate Personal Banking/Contact
Information page. Please see the Submitting Your Personal
Banking/Contact Information section below for more detailed
information.
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Social Security Number Verification

If you have previously identified yourself as having a US Social Security
Number, you will be required to verify your Social Security Number each
time you wish to access your Personal Banking/Contact Information. Any
time that you click on the Personal Banking/Contact Information link from
the FastLane Travel and Reimbursement Main Menu, you will taken to the
Social Security Number Verification page (See Figure 5 below).

N5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help
Fast{ELLZ panelist Functions| Home Logout

Travel and Reimbursement | main

Participant Registration

. Personal Banking/Contact Information

¥erify your Social Security Number.
Participant Name: Grarma, Ion Meeting ID: POS1071

If you have a SSN, it is required to be

provided by Federal Law. Your number

will be in a secure database with limited

aeeess: Enter Social Security Number: (no dashes)
Re-Enter
Social Security Number: (o dashes)

Privacy Act Motice

The next screen will allow you to enter or update your home address and financial institution information for
our financial system. This is required by the Debt Collection Improvement Act of 1996 to transmit your total
reirmbursement electronically to a financial institution of your choice. This law also requires that you provide
your social security nurmber. Total reimbursements received during a calendar vear that are equal to or
greater than $600 are reported to the Internal Revenue Service on a Form 1099,

After entering your banking information you will be shown a screen to make travel arrangements, Itis a
federal travel requlation that all travel arrangernents must be made through NSF's travel management
contractor,

Submit Cancel

Download Adobe Acrobat Reader for viewing PDF files

Nati | Science F dati

4201 Wilson Boulevard, Arlington, Virginia 22230, USA
Tel: 703-292-5111, FIRS: 800-877-8339 | TDD: 703-292-5090

Privacy and Security

Figure 5 - Social Security Number Verification Screen

NOTE: You will need to verify your Social Security Number anytime
you wish to access the Personal Banking/Contact Information Module.

In order to verify your Social Security Number, please complete the
following steps:

1. Enter your Social Security Number into the “Social Security
Number” text box. Make sure not to include dashes in your Social
Security Number.
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2. Enter your Social Security Number again into the “Re-enter Social
Security Number” text box.

3. Click the Continue button.

The FLTR Module will then verify that your Social Security
Numbers entered:

e Match each other

e Match the SSN associated to your record saved at NSF.
If NSF does not have an existing record of your SSN,
the application will save the SSN that you have entered.

If any of the above verifications fail, an error message will be
displayed. The error message will inform you of the error and how
you can correct the error.

4. If your Social Security Numbers are successfully verified, you will
be taken directly to the appropriate Personal Banking/Contact
Information page.

Please see the Submitting Your Personal Banking/Contact
Information section below for more detailed information.

Submitting Your Personal Banking/Contact Information

The Personal Banking/Contact Information screen is customized
depending on your answers to the Participant Registration
Questions. The following lists the different screens that are
possible:

e (1) United States Address with US Financial Institution
information (see Figure 6 below)

e (2) Foreign Address without US Financial Institution
information (see Figure 7 below)

e (3) Foreign Address with US Financial Institution
Information (see Figure 8 below)
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FastlELlE panelist Functions| Home

MSF Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

Logout

Travel and Reimbursement | 1z

Participant Registration

g/ Contact Information

Enter information or validate
existing information and click

o : " Participant Name: Wolf, Lawrence
Continue" when complete.

Permanent US Residence Address:
Mote: You have only one set of personal

Last Updated: 03/11/2005 Meeting ID: POS0783

banking/contact data and any changes
rmade will affect all autstanding
payments.

Address 1: |YYeell

Address 2: |address 2

This infarmation is required to
electronically process wour total
reimbursement. & U.S. Department of
Internal Revenue Form 1099 will also be
sent to the address pravided if your total
reimbursement is equal to or greater
than $600 in a calendar year,

Address 3: |address 3
City: Rio de Janeiro
State: /A4
Zip Code: 22203

Email Address:

Financial Institution Information:

For assistance, please contact: syeel@nsfgov NllTCI'tE: All tlrl.a\‘&e['?'d‘liats )W'” be issued
thenley@nsf.gov, who will be able to electronically (e-Tickets) on
- government contract carriers, unless
assist you, X A X
e-Tickets are unavailable in your
travel market area.
Contact Numbers:
CreinesSiiboned) 7012433896 MOTE: At least one voice phone must
Home Phone: | 7032439397 be specified. Do not include dashes or
exceed 10 digits.
Fax: | 7032439398

Financial Institution: Wwachovia Banle, Mational Association
051001414

1234567890

Account Type: & Checking O Savings

Routing Number:

Account Number:

Any A Cardholder
201 N, Walnut St BATE
Wilmington, DE 16801

101

PAY 10 THE $
QRCER OF

oousns ()

My Bank USA

Any City, USA

NEMD —
(EI98755§32 ;S 3456789 101

Routing #

Account #

In zome cazes, the account and check
numbers may be reversed,

Download Adobe Acrobat Reader for viewing PDF files

where are my Routing and &ccount
nurmbers?

MOTE: If you are using a non-
traditional Checking account or other
type of Financial Account {i.e. Savings
Account) for your electronic
reimbursement, please contact your
Financial Institution to acquire the
appropriate Routing Mumber,

Continue Cancel

National Science Foundation
4201 Wilzan Boulevard, Arlington, Virginia 22230, USA
Tel: 703-292-5111, FIRS: 800-377-8339 | TDD: FO3-292-5090

Privacy and Security

Figure 6 - US Address with US Financial Institution
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Fas Lane Panelist

Functions| HoME

MSF Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

Logout

Travel and Reimbursement | rain

Participant Registration

. . Personal Contact Information
Enter information

or validate
existing
information and . .
click "Continua™ Permanent Foreign Residence Address:

Participant Mame: Arrovo, Antonio Last Updated: 04/04/2005 Meeting ID: POS0313

when complete.

Address 1: |Integ
Note: vou have only

one set of personal Address 2: | Test?

banking/contact data City, Postal Code

and any changes Y ountry, Address 3, Mare, 00023
made will affect all

outstanding Email Address:

ST, Ibrady(@nsf gov

This information is
required to
electronically
process your total
reimbursement. A

U.5. Department of Contact Numbers:

NOTE: all travel tickets will be
issued electronically {e-Tickets)
on gqovernment contract
carriers, unless e-Tickets are
unavailable in your travel
rarket ares.

Internal Revenue

equal to or greater
than $600 in &
calendar year.

For assistance,
please contact:
thenley@nsf.gow,
who will be able to
assist you,

Continue

Form 1092 will also i .

be sent to the Business Phone: | 7012320000 NOTE: at least ane voice
address provided if Home Phone: 7032923000 phone must be specified. Do
your total not include dashes or exceed
reirmbursement is Fax: (7032923939 10 digits.

Cancel

Download Adobe Acrobat Reader for viewing POF files

Mational Science Foundation
4201 Wilson Boulevard, Arlington, Virginia 22230, USA
Tel: 703-292-5111, FIRS: 200-877-8339 | TOD: 703-292-5090

Privacy and Security

Figure 7 - Foreign Address without US Financial Institution

1"
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Fas Lane Panelist

NSF Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

) Logout
Functions| HOME

Participant Registration

Travel and Reimbursement | rain

Enter information
or validate existing
information and
click "Continue”
when complete.

Mote: Tou have only
one set of personal
banking/zcontact data
and any changes
made will affect all
outstanding payments,

This information is
required to
electronically process
your total
reimbursernent, A
1.5, Departrnent of
Internal Revenue
Form 1099 will also be
sent to the address
provided if your total
reimbursernent is
equal to or greater
than $600in a
calendar year,

For assistance, please
contact:
ihenley@nst.goy, who
will be able to assist
¥ou,

Personal Banking/Contact Information

Participant Name: Arroyo, Antonio

Permanent Foreign Residence Address:

Last Updated: 04/04/2005 Meeting ID: POS0313

Address 1: |Integ4
Address 2: | Test?

City, Postal Code,
Country: 200ress 3 More, 00029

Email Address:

lbrady@nsf.gow

Contact Numbers:

NOTE: all travel tickets will be
issued electronically (e-Tickets)
on gqovernment contract
carriers, unless e-Tickets are
unavailable in your travel
market area.

Business Phone: |7032920000
Home Phone: | 7032923000
Fax: | 70329239349

Financial Institution Information:

MOTE: At lzast one voice
phone must be specified. Do
not include dashes or exceed
10 digits,

Wachovia Bank, Mational
Association

Routing Number: 051001414
Account Number: 0937654321

Financial Institution:

Account Type: (3 checking () Savinas

3 Any A Cardholder 10 1_!
{ 201 N. Walnut 5t DATE
Wilmington, DE 18801

PAY 1O THE s
OQACER OF

My Bank USA
Ay City, USA

NEND L]
i @ssuur 234567890 101

Routing #

i oowsns (A
i

Account #

In some cases, the account and check
numbers may be reversed.

Download Adobe Acrobat Reader for viewing PDF files

Where are vy Routing and
Account numbers?

NOTE: If you are using a non-
traditional Checking Account ar
other type of Financial Account
{i.e. Savings Account) for yvour
electronic reimburserment,
please contact your Financial
Institution to acguire the
appropriate Routing Mumber,

Continue Cancel

Mational Science Foundation
4201 Wilson Boulevard, Arlington, Yirginia 22230, USA

Privacy and Security
Tel: 703-292-5111, FIRS: 800-377-8339 | TDD: 703-292-5090

Figure 8 - Foreign Address with US Financial Institution
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NOTE: This screen contains a large amount of information
making it necessary to scroll using the Browser Scroll Bars to
access all of the information.

In order to successfully enter and submit your Personal
Banking/Contact Information, please complete the following steps:

1. Enter your information into the appropriate text boxes.

The table below provides a description of each text field and which
screens that text field will be displayed.

Table 1 - Personal Banking/Contact Information Data Fields

Value Description Available on
Screen Type #
Address 1 This value is the First Line of the street 1,2,3
(Required) address.
Address 2 This is the Second Line of the street 1,2,3
address (if necessary).
Address 3 This is the third line of the street address 1
(if necessary).
City (Required) | The City of the participants address. 1
State The State of the participants address. 1
(Required)
Zip Code The Zip Code of the participants 1
(Required) address. This value can only be 5 or 9
digits long.
City, Postal This value lists the City, Postal Code 2,3
Code, Country | and Country for Foreign Addresses.
(Required)
Email Address | The Email Address of the participant. 1,2,3
(Required)
Business Voice | The Business Phone Number of the 1,2,3

Phone Number
(At least one
voice phone
number is
required)

participant.

13
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Home Voice The Home Phone Number of the 1,2,3
Phone Number | participant.

(At least one
voice phone
number is
required)
Fax Number The Fax Number of the participant. 1,2,3
Financial This value displays the Financial 1,3
Institution Institution Name associated with your
Name (Read- Routing and Account Number. This
Only) value is Read-Only and will be
automatically populated.
Routing The Routing Number of the participants 1,3
Number Financial Account.
(Required)
Account The Account Number of the participants 1,3
Number Financial Account.
(Required)
Account Type | The specific Account Type of the 1,3
(Required) Financial Account (Checking or

Savings).

2. Click the Submit button at the bottom of the page.

3. The FLTR Module will verify that all required information has
been entered.

If any required information is not supplied, an error message will
be displayed informing the participant which data field needs to be
provided.

The FLTR Module will also validate the Financial Institution
information that was entered (if required). Upon validation, a
Confirmation Screen will be displayed (See Figure 9 below).

14




FastLane Travel and Reimbursement User’s Guide

v1.6

Fast[ERE] panelist Functions| Howve

N5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

Logout

Travel and Reimbursement | mam

Participant Registration

Personal Banking/Contact Information Confirmation

Please verify the information you have entered is correct including the Financial Institution Name associated
with your routing number. If any entries require editing before you submit this data, please click the Edit
button. If the information is correct, please click the Submit button,

Permanent US Residence Address:

Address 1:
Address 2:
Address 3:
City:

State:

Zip Code:
Email Address:

Contact Numbers:

78 wilson blvd
Building 4
#45

chester

N

22203
uma@nsf.goy

Business Phone:
Home Phone:
Fax:

Financial Institution Information:

F032439599

Financial Institution:
Routing Number:
Account Number:

Account Type:

Wachovia Bank, Mational Association
051001414

12345

Checking

Submit Edit

Download Adobe Acrobat Reader for viewing PDF files

Nat dati

| Science F
4201 Wilson Boulevard, Arlington, Virginia 22230, USA
Tel: 703-292-5111, FIRS: 800-877-833%9 | TDD: F03-292-5090

Privacy and Security

Figure 9 - Personal Banking/Contact Information Confirmation Screen

On the Confirmation Screen, the Financial Institution Name field
will now be populated with the name of your Financial Institution
Name (obtained via your Account Number and Routing Number).

NOTE: Please make sure that the Financial Institution Name that
displays on this page is correct.

If the Financial Institution Name is not correct, please click the
Edit button to return to the Personal Banking/Contact Information
screen where you can re-enter your Financial Institution
Information. If you have entered all Financial Institution
Information correctly, please contact the FastLane Help Desk for
assistance.

If the Financial Institution Name displayed on the “Are You Sure”
screen is correct, click the Submit button.

15
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4. The FLTR Module will save your Personal Banking/Contact
Information.

A Confirmation Screen will be displayed (See Figure 10 below)
indicating that your Personal Banking/Contact Information has
been successfully saved.

M5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

FastfEER] Panelist Logout

Functions| HoME

Travel and Reimbursement | main

Participant Registration

Personal Banking/Contact Information Results

vour personal information was successfully updated.

Ok

Download adobe Acrobat Reader for viewing PDF files

National Science Foundation - ;
] . — Privacy and Security
4201 Wilson Boulevard, Arlington, Virginia 22230, USA HVACY SNC Secun

Tel: 703-292-5111, FIRS: 200-877-8339 | TDD: 703-232-50320

Figure 10 - Personal Banking/Contact Information Results

5. Click the OK button.

The FastLane Travel and Reimbursement Main Menu page will be
displayed (See Figure 11 below). At this point, any additional
links available will be displayed. Please see the “Submit
Expenses” or “Make Travel Arrangements” section for more
detailed information on those functions.

NOTE: You will not see a “Submit Expenses” link if you selected
“Yes” for the eighth registration question asking, “Will you be
making travel arrangements through NSF’s travel agent?” as you
will not be eligible to submit expenses.

16
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NSF Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help
FastfENlE panelist Functions| Home Logout

Travel and Reimbursement | mam

Participant Name: Walf, Lawrence Meeting ID:POSO7S3

This website will enable you to input
personal and banking information required
for reimbursement and to make travel
arrangements. Use of this system will
expedite the processing of your travel

reimbursement. rou have been successfully registered.

To beqin the process, we have a few questions sterlly .. ; . .

you need to answer, If vou have questions, %/ Participant Registration Questions
please contact the following meeting contact,

ihenleyi@nsf.goy who will be able to assist you, STEPIQ personal Banking/ Contact Information

If you have a SN, it is required to be provided
by Federal Law. Your nurber will be in a secure
database with limited access.

It is a federal travel regulation that all travel You have been successfully registered.

arrangements must be made through NSF's The following links are now available for you to use:
travel management contractor,

Travel Arrangements
Submit Expenses

Download Adobe Acrobat Reader for viewing PDF files

Mational Science Foundation
4201 Wilzon Boulevard, Arlington, Virginia 22230, USA
Tel: 703-292-5111, FIRS: 800-877-8339 | TDD: 703-292-5090

Privacy and Security]

Figure 11 - FastLane Travel and Reimbursement Main Menu

Make Travel Arrangements

The Travel Arrangements Module allows meeting participants the ability
to make their travel plans for their specific meeting. In order to access the
Make Travel Arrangements Module, a meeting participant must have
completed all Participant Registration Questions (Step 1) and submitted
their Personal Banking/Contact Information (Step 2). In addition, the
meeting start date must not have occurred yet.

All meeting participants, except those that are local participants or
participating through teleconferencing, will be able to use the Travel
Arrangements Module.

There are two different methods that a meeting participant can follow to
make their travel arrangements for the meeting. They are:

e On-Line Reservation Form (Transportation Only):
This form is sent via email to the Travel Management
Contractor.

e Call NSF’s Travel Management Contractor
(Transportation and Lodging): Provides contact
information for NSF’s Travel Management Contractor.
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Access the Travel Arrangements Module

You can access the Travel Arrangements Module by following the steps
below:

1. From the Panelist Functions Main Menu, click the “Travel and
Reimbursement” link.

The Travel and Reimbursement Main Menu will be displayed.

If you have previously answered the Participant Registration
Questions and submitted your Personal Banking/Contact
Information, the “Travel Arrangements” link will be displayed.

If you have not previously answered the Participant Registration
Questions and/or submitted your Personal Banking/Contact
Information, you have to complete those functions prior to
accessing the Travel Arrangements Module. Please see the
sections above for detailed information on those Modules.

2. Click the “Travel Arrangements” link from the Main Menu.

The Travel Arrangements page will be displayed (See Figure 12
below).

Travel and Reimbursement | 1z

Travel Armrangements %

Participant Name: Ivy, Gwen Meeting ID: #FP051153
Select a method of editing your
travel arrangements.

Any transportation arrangerments not
made using one of the 2 ways listed must
have prior program office approval, NSF

cannot reimburse over the contract 1. On-Line Reservation Form (transportation only): This form is sent via ermail to the travel
airfare, Policy rmanagernent contractor,
If suggested hotel information appears, a 2. Call Sato Travel, usf's travel management cantractar, at (800) 817-5257. You will need to

block Uf_ h°t3| roarms has bee_n reserved provide Sato with your meeting ID #P051183 (for transportation and lodging).
for participants in your meeting. You

must contact the hotel directly to make
your reseryation. You may also make
vour own hotel arrangements.

Hotel Mame: One Washington Circle Hotel

Hotel Address 1: 1 wWashington Circle, Nw

Hotel Address 2:

Phone Number: 202-872-1680

Fax: 202-887-49589

Hotel URL: http :ffwww thecirclehotel.comyindex 2 htm?

SEOP=washington dc hotels@referrer=

Yiew Additional Hotels

Figure 12 - Travel Arrangements Page

The Travel Arrangement page is displayed with the Meeting ID
and Meeting Participant name shown in the header. The remainder
of the page is separated into two main sections. They are:
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¢ Booking Information: This section displays the three
methods for making travel arrangements (described briefly
above and in more detail below).

e Suggested Hotel Information: This section provides the
meeting participant with the suggested Hotel information.
This information has been established by the meeting
creator. If suggested hotel information is displayed, a
block of rooms has been reserved for meeting participants.
You must contact the hotel directly to make your
reservations.

e To view other hotels in the area, follow the steps below:

1. Click the view “Additional Hotels” link to access
the below page with the dropdown list of metro
areas (see Figure 13 below).

Travel and Reimbursement | 121

Travel Arrangements

Participant Name: vy, Gwen Meeting ID: #P0511583
Select the specific Metro stop to
view the hotels in that area.

For additional mass transit information
please refer to the Washington View Metro Area: | A

| v | Go| Cancel
Metropolitan Area Transit Authority's J Q

website located at www . wrmata.com, Area Hotel Name Address Phone Fax Distance

. Mothing found to displa
The metra stop for the MNSF is Ballstan, g play

Figure 13 - Travel Arrangements Page

2. Select a metro area from the dropdown list and click
on the “Go” button to view a list of hotels for that
area (see Figure 14). You may also view the entire
hotel list instead of hotels by metro station by
selecting “All” from the dropdown list.
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Travel and Reimbursement | 1z

Travel Armrangements

select the specific Metro stop to
view the hotels in that area.

Participant Name: Ivy, Gwen Meeting ID: #P051153

For additional mass transit information
please refer to the Washingtan
Metropolitan Area Transit Authority's
website located at www wrmata.cormn. Area Hotel Name

Yiew Metro Area: |Mstro Stop: Ballston

Metro Stop: The Arington Hilton Hotel

The metra stop for the NSF is Ballston. Ballston

Metro Stop: Holiday Inn Arlington at
Ballstan Ballston Hotel

Metro Stop: Comfort Inn — Ballston
Ballston

v E Cancel

Address Phone

950 M. Stafford 703-812-

Street Arlington W4 5134
22203

4610 M. Fairfax F03-243-

Drive arlington WA 9500
22203

1211 N, Glebe Road 703-247-

& Route 66 3399
arlington WA 22201

Fax

703-312-

5127

703-527-

2677

703-524-

G739

Distance
Mext door to
Metro & NSF

3 blocks from
Metro & NSF

4 blocks from
Metra & NSF

Figure 14 - Travel Arrangements Page

In the returned list, you may click on the hotel name

and a new browser window will open with the hotel’s

website.

Users may sort on the Area and Hotel Name columns
by alphabetical order.

Clicking the “Cancel” button will take you back to the

main Travel Arrangements Screen.

On-Line Reservation Form

The second method for making travel arrangements is to complete the On-

Line Reservation Form. This form, once submitted, will be sent to the

NSF Travel Management Contractor. The On-Line Reservation Form can
only be used to make transportation arrangements. If you wish to make

lodging arrangements as well, you will need to contact the NSF Travel

Management Contractor (See section below).

To access and complete the On-Line Reservation Form, please complete

the following steps:

1. Click the “On-Line Reservation Form” link from the Travel

Arrangements Main Menu.

The On-Line Reservation Form will be displayed (See Figure 15

below).

20



FastLane Travel and Reimbursement User’s Guide

v1.6

FastfELLE panelist Functions| Home

NSF Home | News | Site Map | GPG | GPM | Contact Us | FastLane Hel

Logou

Travel and Reimbursement | uwam

Travel Arrangements

on-

ne Reservation Form

This information will be sent to Sato
Travel, (800) 817-5257
travel@nsf.qov

Participant Name: Grama, Ion Meeting ID: #P0S1071

Shipping Address for Ticket Delivery ¥ia Federal Express:

Enter values and click "Submit" when
complete. Required Fields are preceded

by an asterisk (*). Organization Name:

Address 1:
NOTE: Email the meeting contact,
syee@nsf.qow, for assistance with Address 2:
making hotel arrangements, or contact N
the suggested hotel directly. City:
State: | Select a state
Zip Code:

Country: | Select a country

Email Address:

Contact Numbers:

(Do not send to & P.O. Box)

| (state is requived for US)

(Zip Code is required For US--Nurmeric only)
hd

NOTE: all travel tickets will be issued
electronically {e-Tickets) on
government contract carriers, unless
e-Tickets are unavailable in your
travel market area,

Business Phone:
Home Phone:

Fan:

Mode of Transportation:

(At fezst one voice phone must be specifiad. )

Departure Airport/Rail Station:

Qair | Orail | Obus

O Personal Wehicle | O Other

Departure Airport/Rail
Station Name:

Meeting Location: Arlington, VA

Preferred Schedule Information:

NOTE: Choose an airport/station near
your home or office, as NSF will not

(o7 Joh Wayane Aioo Grange Courty, pay for travel to, o ladging a, this

airport/station. This field is required if
you are traveling by Air or Rail.

Latest time for travel
TO MEETING:
28 hour ()

Preferred Seating:

Earliest date for travel ]
TO MEETING:
(onrndddfppyy)
Earliest time for travel
TO MEETING:
24 hour ()
Latest date for travel o]
TO MEETING:
Conmsdadlppyy)

At least one datestime combination must be specified for TO MEETING.
At least one date/time combination must be specified for FROM MEETING.

Earliest date for travel ]
FROM MEETING:
(redadfyppy)

Earliest time for travel
FROM MEETING:
24 hour (khmm)
Latest date for travel ]
FROM MEETING:
(el ddfyppy)

Latest time for travel

FROM MEETING:
24 hour (Rhmm)

O No preference

O aisle O windaw

Special Travel Needs (Delivery not guaranteed by NSF):

Comment:

(255 charscters max)

Download Adobe Acrobat Reader for viewing POF files

National Science Foundation

Describe special travel needs such as
dietary restrictions or wheelchair
access, Every effort will be made to
secure equipment/services, but
delivery is NOT guaranteed.

Submit Cancel

Privacy and Security

4201 Wilson Boulevard, Arlington, Virginia 22230, USA
Tel: 703-292-5111, FIRS: 800-677-8333 | TDD: 703-292-5090

Figure 15 - Online Reservation Form
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NOTE: The On-Line Reservation Form contains a large amount

of information, making it necessary to scroll using the browser

scroll bar to see the entire page.

The following table provides a brief description of each field on
the On-Line Reservation Form. Those that are required are also
noted in the table.

Table 2 - Online Reservation Form Data Fields

Field

Description

Organization Name

The Name of the Organization (also
known as Institution) the participant
is affiliated with.

Address (Line 1)

The first line of the participant’s

(Required) street address.

Address (Line 2) The second line of the participants
street address (if necessary)

City (Required) The City of the participant’s current
address.

State (Required if The State of the participant’s

user resides in US)

current address.

Zip Code (Required
if user resides in
us)

The Zip Code of the participant’s
current address.

Country The Country the participant is
currently located in.

Email Address The Email Address that the

(Required) participant can be contacted at.

Business Voice
Phone Number (At
least one voice
number is required)

The Business Phone Number that
the participant can be contacted at.

Home Voice Phone
Number (At least
one voice phone
number is required)

The Home Phone Number that the
participant can be contacted at.

Fax Number

The Fax Number the participant can
be contacted at.
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Mode of The specific Mode of
Transportation Transportation the participant
wishes to use.
Values are:
o Air
e Rail
e Bus
e Personal Vehicle
e Other
Departure The departing Airport or Rail
Airport/Rail Station | Station the participant would like to
Name (Required if | leave from.
lected Ai
user seleeted AT OF This value should be close to the
Rail as Mode of . s h he NSF will
Transportation) participant’s home, as the wi

not pay for travel to, lodging at, the
airport/station.

Meeting Location

This is the actual Meeting Location.

This value is Read-Only.

Earliest Date for
Traveling TO
MEETING

*At least one
date/time
combination must
be specified for TO
MEETING.

The Earliest Date that the
participant is willing to leave to
travel TO the meeting.

Earliest Time for
Traveling TO
MEETING

*At least one
date/time
combination must
be specified for TO
MEETING.

The Earliest Time that the
participant is willing to leave to
travel TO the meeting.
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Latest Date for
Travel TO
MEETING

*At least one
date/time
combination must
be specified for TO
MEETING.

The Latest Date that the participant
is willing to leave to travel TO the
meeting.

Latest Time for
Travel TO
MEETING

*At least one
date/time
combination must
be specified for TO
MEETING.

The Latest Time that the participant
is willing to leave to travel TO the
meeting.

Earliest Date for
Travel FROM
MEETING

*At least one
date/time
combination must
be specified for
FROM MEETING.

The Earliest Date that the
participant is willing to leave to
travel FROM the meeting.

Earliest Time for
Travel FROM
MEETING

*At least one
date/time
combination must
be specified for
FROM MEETING.

The Earliest Time that the
participant is willing to leave to
travel FROM the meeting.

Latest Date or
Travel FROM
MEETING

*At least one
date/time
combination must
be specified for
FROM MEETING.

The Latest Date that the participant
is willing to leave to travel FROM
the meeting.
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Latest Time for
Travel FROM
MEETING

*At least one
date/time
combination must
be specified for

FROM MEETING.

The Latest Time that the participant
is willing to leave to travel FROM
the meeting.

Preferred Seating

The participant’s preference for
seating for their selected mode of
transportation.

Values include:
e No Preference
e Aisle

e Window

Special Travel
Needs Comment

A description of any special travel
needs the participant may have.
These special needs could include
dietary restrictions or wheelchair
access.

The NSF will make every effort to
ensure requested
equipment/services, but makes NO
delivery guarantee.

2. After successfully completing the On-Line Reservation Form with

all of your necessary information, click the Submit button.

The FLTR Module will validate that you have entered all required
information into the On-Line Reservation Form.

If any of the required information has not been entered, an error
message will be displayed on the top of the page. The error
message will indicate which information was not entered correctly.

Upon verification, all of your entered information will be saved.
The entered information will then be sent, via email, to the NSF
Travel Management Contractor and a copy will be sent to the
meeting contact and to the email addresses in the system that are
affiliated with the meeting’s managing organization code.
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The Travel and Reimbursement Main Menu will be displayed
again. Any other Travel and Reimbursement actions can be
completed at this time.

Call NSF’s Travel Management Contractor

The third method for making travel arrangements is to call the NSF Travel
Management contractor. The NSF Travel Management contractor is
responsible for handling all of the Foundation’s travel arrangements. If
you wish to make your transportation and lodging arrangements at the
same time, you can do so by calling the NSF Travel Management
Contractor.

NOTE: Since the Travel Management Company is a contractor to the
NSF, the actual Name and Phone Numbers for contacting them may
change from time to time. The Travel Arrangements Main Menu page
will always display the current Travel Management Contractor and their
contact information.

To make your travel arrangements via the NSF Travel Management
Contractor, you will need to call them at the number listed on the Travel
Arrangements Main Menu (See Figure 12 above). You will need to
provide them with your Meeting ID number.

Submit Expenses

The Submit Expenses Module of the FLTR allows meeting participants
the ability to enter their personal expenses and submit them to NSF for
approval. Meeting participants that qualify for flat-rate travel and that did
not use NSF’s travel agent to make their travel arrangements are the only
participants that are authorized to submit expenses.

In order to access the Submit Expenses Module, a meeting participant has
to have successfully answered all Participant Registration Questions as
well as have successfully submitted their Personal Banking/Contact
Information

Meeting participants are limited to submitting the following types of
expenses:

e Personally Owned Vehicle (POV) mileage
e Transportation Tolls
e Transportation Tickets

Access the Submit Expenses Module

You can access the Submit Expenses Module by following the steps
below:
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1. From the Panelist Functions Main Menu, click the “Travel and
Reimbursement” link.

The Travel and Reimbursement Main Menu will be displayed.

If you have previously answered the Participant Registration
Questions, selected “No” to the eighth question, “Will you be
making your travel reservations through NSF’s travel agent?”” and
submitted your Personal Banking/Contact Information, the
“Submit Expenses” link will be displayed.

If you have not previously answered the Participant Registration
Questions and/or submitted your Personal Banking/Contact
Information, you have to complete those functions prior to
accessing the Submit Expenses Module. Please see the sections
above for detailed information on those Modules.

2. Click the “Submit Expenses” link from the Main Menu.

The Submit Expenses Main Menu will be displayed (See Figure 16
below).

M5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

Fast{ERT Panelist Logout
Functions| HoME

Travel and Reimbursement | main

Submit Expenses

Participant Name: Arroyo, Antonioc Meeting ID: POS0&E13
Select type of expense
you would like to submit.
Personally Owned Vehicle (POY) Mileage

Personally Purchased Transportation Ticket

Download Adobe Acrobat Reader for viewing PDF files

Mational Science Foundation
4201 Wilzon Boulevard, Arlington, Yirginia 22230, U5A
Tel: 703-252-5111, FIRS: 800-877-8339 | TDD: 703-292-503%0

Privacy and Security

Figure 16- Submit Expenses Main Menu

The Submit Expenses Main Menu has two links displayed. They
are

e Personally Owned Vehicle (POV) Mileage: This link will
take the participant to the POV Mileage page where they
can enter and submit POV Mileage and Transportation Toll
expenses.
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e Transportation Ticket: This link will take the participant to
the Transportation Ticket page where they can enter and
submit Transportation Ticket expenses.

Personally Owned Vehicle (POV) Mileage

Personally Owned Vehicle (POV) mileage expenses will be reimbursed
for any meeting participant that used their own automobile, motorcycle, or
airplane to get to/from the meeting. The participant must select the POV
mileage type from the drop down menu. POV mileage is reimbursed on a
fixed rate per mile. When entering POV Mileage, the total round-trip
miles should be estimated.

In addition to the POV Mileage expenses that are entered on the POV
Mileage page, the Transportation Tolls expenses can also be entered. In
order to submit a Transportation Toll expense, the sum of all POV
Mileage expenses submitted for this specific meeting (including
Additional Expenses) must be 1 or greater. If no POV Mileage is being
submitted, the application will not allow the participant to enter
Transportation Tolls.

To enter your POV Mileage and Transportation Tolls expenses, complete
the following steps:

1. Click on the “Personally Owned Vehicle (POV) Mileage” link
from the Submit Expenses Main Menu (See Figure 16 above).

The “POV Mileage” page will be displayed (See Figure 17 below).
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N5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help
,Fasf Panelist Functions| HoME Logout

Travel and Reimbursement | mamn

Submit Expenses

Personally Owned Vehicle {(POV) Mileage

Participant Name: McSkirt, Dirt Meeting ID: POS0317
Please provide an estimate of the

number of round trip miles for Estimated Mileage:
reimb t purp Policy

PO¥ Mileage Type: | [
In order to enter yvour calculated P k:

rmileage, please open a new browser Estimated Mileage Sutorhabilgs |
window and go to a tra_vel v_\lebsite and et Ts
calculate your round trip mileage. Once Other (Parking & Tolls): AirlanL

your round trip mileage is calculated,
please return to this window and enter

the round trip calculated mileage on this Toll Amount: $_.D_DD.

page.

By entering and submitting the estimate

of the number of round trip miles to NSF Cancel

you are certifying that the estimated
mileage input is accurate to the best of
your knowledge,

It is NSF Policy that only one form of POY
may be claimed per meeting,

Figure 17 - POV Mileage
2. The following values can be entered on the POV Mileage page:
Table 3 - POV Mileage Data Fields

Field Description

POV Mileage Type | This is the type of POV Mileage
that was accumulated during the
participants travel to and from the
meeting in their personally owned
vehicle.

This value must be selected from
the drop-down list provided, which
includes N/A, automobile,
motorcycle, and airplane.

Estimated Mileage | This is the estimated number of
miles that accumulated during the
participants travel to and from the
meeting in their personally owned
vehicle.

This value must be a numerical
value.
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Toll Amount

This is the dollar amount of Toll
expenses accumulated by the
participant during travel to and
from the meeting in their personall
owned vehicle.

A POV Mileage value greater than
1 mile must have been entered for
this specific meeting (including
Additional Expenses) in order to
submit any Transportation Toll
expenses.

This value must be a numerical,
whole number value.

<

3. Enter your travel expenses into the appropriate fields.

4. Click the Submit button to begin processing your reimbursement.

The FLTR Module then verifies that the entered expenses are in

the correct format and that POV Mileage has been entered if

submitting Transportation Toll expenses.

If the amount entered is not in the correct format or no POV

Mileage has been entered, an error message will be displayed at the

top of the page informing the participant of the error.

If the amount entered is successfully verified, the FLTR Module

saves the information and submits it to the NSF for review and

approval. A Confirmation screen will be displayed informing you
that the entered expenses have been successfully submitted to NSF
(See Figure 18 below).
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M5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

Fast{ERT Panelist Logout
Functions| HoME

Travel and Reimbursement | main

Submit Expenses

Success: Your expenses have been submitted to NSF.

Download Adobe Acrobat Reader for viewing PDF files

Mational Science Foundation
4201 Wilzon Boulevard, Arlington, Yirginia 22230, U5A
Tel: 703-252-5111, FIRS: 800-877-8339 | TDD: 703-292-503%0

Privacy and Security

Figure 18- POV Mileage Expense Confirmation
5. Click the OK button.

The Submit Expenses Main Menu page will be displayed again.
Any other actions within FLTR can now be completed.

NOTE: Once your reimbursement is submitted to NSF and has
begun the NSF Review and Approval process, submit expenses
data fields will be locked and will not be able to be modified.
Additional Expenses will need to be used for any future changes
(See Adding Additional Expenses section below).

Personally Purchased Transportation Ticket

NSF will reimburse personally purchased transportation ticket expenses
for any meeting participant that purchases his/her own transportation
ticket to arrive to/from the meeting. Any transportation arrangements not
made through NSF’s Travel Management Contractor must have prior
approval. The NSF cannot reimburse transportation ticket expenses that
exceed the NSF’s contracted airfare.

When submitting Personally Purchased Transportation Ticket expenses,
all receipts must be submitted prior to any reimbursement being
processed.

To enter your Personally Purchased Transportation Ticket expenses,
complete the following steps:

1. Click on the “Personally Purchased Transportation Ticket” link
from the Submit Expenses Main Menu (See Figure 16 above).
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The “Personally Purchased Transportation Ticket” page will be

displayed (See Figure 19 below).

Fast/Ehl panelist Functions| Home

N5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help
Logout

Travel and Reimbursement | mamn

Submit Expenses

Personally Purchased Transportation Ticket

Please provide the ticket amount

and click “"Submit” when complete. Ticket Amount:

Participant Name: Ivy, Gwen Meeting ID: POS11583

Any transportation arrangements not
rnade through MSF's travel management
contractor MUST have prior approval,

Ticket Amount: 4 300.00

MNSF cannot reimburse over the contract
airfare, Policy

Receipts must be submitted prior to
reimbursement,

MNote: By entering and subrnitting the
ticketed amount to NSF you are certifying
that the ticketed amount input is accurate
to the best of your knowledge.

Download Adobe Acrobat Reader for viewing POF files

Submit Cancel

Figure 19 - Personally Purchased Transportation Ticket
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2. The following values can be entered on the Personally Purchased
Transportation Ticket page:

Table 4 - Personally Purchased Transportation Ticket Data Fields

Field Description
Transportation This is the amount of the
Ticket Amount transportation ticket that the

meeting participant purchased on
his/her own.

This value may not exceed the
current contract airfare rates.

This value must be a numerical
value.

3. Enter the transportation ticket amount into the appropriate field.
4. Click the Submit button to begin processing your reimbursement.

The FLTR Module then verifies that the entered expenses are in
the correct format.

If the amount entered is not in the correct format, an error message
will be displayed at the top of the page informing the participant of
the error.

If the amount entered is successfully verified, the FLTR Module
saves the information and submits it to the NSF for review and
approval. A Confirmation screen will be displayed informing you
that the entered expenses have been successfully submitted to NSF
(See Figure 20 below). A reminder is also on the screen informing
you that all receipts must be received prior to any reimbursement
being distributed.
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M5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

FastfEL] Panelist Logout

Functions| HoME

Travel and Reimbursement | a1

Submit Expenses

Success: Your ticketed amount has been submitted to NSF.

REMIMCER: All receipts must be submitted prior to any reimbursement being
distributed.

2k

Cownload Adobe Acrobat Reader for wiewing POF files

Mational Science Foundation
4201 Wilson Boulevard, Arlington, Wirginia 22230, USA
Tel: 703-292-5111, FIRS: 800-877-8339 | TDD: 703-292-5090

Privacy and Security

Figure 20 - Personally Purchased Transportation Ticket Confirmation
5. Click the OK button.

The Submit Expenses Main Menu page will be displayed again.
Any other actions within FLTR can now be completed.

Add Additional Expenses

Personal expenses may be modified/added/removed until the
reimbursement has begun the formal NSF review and approval process.
At that time, the FLTR will lockout the personal expenses and will not
allow meeting participants to make any changes.

If changes need to be made to the expenses that were submitted, the
meeting participant must wait until the expenses have been successfully
reimbursed. Once the expenses have been reimbursed, the meeting
participant can change/add/remove the expenses by adding “Additional
Expenses”.

“Additional Expenses” are associated with the original expenses that were
reimbursed but must still go through the formal NSF review and approval
process to be successfully reimbursed.

To add Additional Expenses, complete the following steps:

1. Once you have been successfully reimbursed for your submitted
expenses, click on one of the following links:

e Personally Owned Vehicle (POV)

e Transportation Ticket
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POV Mileage Additional Expenses
The POV Mileage page will be displayed with the reimbursed expenses as
read-only. There will now be an “Add Additional Expenses” link on the
page (See Figure 21 below).

T NSF Home [ News [ 5e Map [GPE TEPF [ Tontact U5 T Fastiane Help |
.F‘?sm Panelist Functions| HoME Logout

Travel and Reimbursement | 1z

Submit Expenses

Personally Owned Vehicle (POVY) Mileage

Participant Name: McSkirt, Dirt Meeting ID: POG0317
Please provide an estimate of the

number of round trip miles for Estimated Mileage:
reimb t purp Policy

POY Mileage Type: ajrplans
In order to enter your calculated
mileage, please open a new browser
window and go to a travel website and E
calculate your round trip mileage, Once Other (Parking & Tolls):
your round trip mileage is calculated,
please return to this window and enter 5
the round trip calculated mileage on this frolldmountp g
page.

Estimated Mileage: 0

By entering and submitting the estimate add additional Expenses Ok
of the number of round trip miles to NSF s

you are certifying that the estimated
mileage input is accurate to the best of
yvour knowledge,

It is NSF Palicy that only one form of POW
may be claimed per meeting.

Figure 21 - Reimbursed POV Mileage
1. Click on the “Add Additional Expenses” link.

The POV Mileage page will be re-displayed with the previous
POV Mileage expenses as read-only but additional fields have
been added allowing you to enter additional expenses (See Figure
22 below).

NOTE: Clicking this link does NOT save or create a new
expense. Only entering and clicking the Submit button will save
and create a new expense.
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New Amendment's Toll
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of the number of round trip miles to NSF
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Submit Cancel

It is MSF Policy that only one form of POV

Figure 22 - POV Mileage Additional Expense

2. Enter the appropriate expense information into the new fields.

NOTE: In order to add a POV mileage or toll expense from
FastLane, at least one expense value (POV Mileage, tolls or ticket
expense) must be greater than 0.

NOTE: POV Mileage Type is non-editable if the participant has
been reimbursed at least once for a POV mileage expense. If there
has been no previous POV mileage expense paid out, then this
field will be editable if amendments are created.

Click the Submit button to begin processing your additional
expenses.

The FLTR Module then verifies that the entered additional
expenses are in the correct format and that POV Mileage has been
entered, if submitting Transportation Toll expenses.

If the additional amount entered is not in the correct format or no
POV Mileage has been entered, an error message will be displayed
at the top of the page informing the participant of the error.

If the amount entered is successfully verified, the FLTR Module
saves the information and submits it to the NSF for review and
approval. A Confirmation screen will be displayed informing you
that the entered expenses have been successfully submitted to NSF
(See Figure 21 below).
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M5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

Fast{ERT Panelist Logout
Functions| HoME

Travel and Reimbursement | main

Submit Expenses

Success: Your expenses have been submitted to NSF.

Download Adobe Acrobat Reader for viewing PDF files

Mational Science Foundation
4201 Wilzon Boulevard, Arlington, Yirginia 22230, U5A
Tel: 703-252-5111, FIRS: 800-877-8339 | TDD: 703-292-503%0

Privacy and Security

Figure 23 - POV Mileage Expense Confirmation
4. Click the OK button.

The Submit Expenses Main Menu page will be displayed again.
Any other actions within FLTR can now be completed.

Transportation Ticket Additional Expenses
The Transportation Ticket page will be displayed with the reimbursed
expenses as read-only. There will now be an “Add Additional Expenses”
link on the page (See Figure 24 below).
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Personally Purchased Transportation Ticket

Participant Name: Arroyo, Antonio Meeting ID: POSOS13
Please provide the ticket
amount and click "Submit" Ticket Amount:
when complete.

. Ticket Amount: $354.00
any transportation arrangernents
not made through NEF's travel
rmanagement contractor must

have prior approval. Add Additional Expenses 0K

NEF cannot reimburse over the
contract airfare, Policy

Receipts must be submitted prior
to reimbursement,

Mote: By entering and submitting
the ticketed amount to MSF you
are certifying that the ticketed
amount input is accurate to the
best of your knowledge.

Download Adobe Acrobat Reader for viewing PDF files

Nati

| Science Foundation
4201 Wilzon Boulevard, Arlington, Virginia 22230, USA
Tel: 703-292-5111, FIRS: 800-877-8339 | TOD: 70O3-292-5020

Privacy and Security

Figure 24 - Reimbursed Personally Purchased Transportation Ticket
1. Click on the “Add Additional Expenses” link.

The Transportation Ticket page will be re-displayed with the
previous Transportation Ticket expenses as read-only. Additional
fields have been added allowing you to enter additional
Transportation Ticket expenses (See Figure 25 below).

38




FastLane Travel and Reimbursement User’s Guide v1.6

N5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help
FastfELg panelist Functions| HomEe Logout

Travel and Reimbursement | man

Submit Expenses

Personally Purchased Transportation Ticket

Participant Name: Arroyo, Antonio Meeting ID: POS0513
Please provide the ticket
amount and click "Submit" Ticket Amount:
when complete.

Ticket Amount: $354.00

New Amendment's
Ticket Amount: ¥ 0.00

Any transportation arrangements
not made through NSF's travel
ranagernent contractor rmust
hawe prior approval.

NEF cannot reimburse over the Submit Cancel
contract airfare, Policy

Receipts must be submitted prior
to reimbursement,

Mote: By entering and submitting
the ticketed amount to NSF you
are certifying that the ticketed
amount input is accurate to the
best of your knowledge.

Download Adobe Acrobat Reader for viewing PDF files

Mational Science Foundation
4201 Wilson Boulevard, Arlington, Virginia 22230, USA
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Privacy and Security

Figure 25 - Personally Purchased Transportation Ticket Additional Expense

2. Enter the appropriate expense information into the new fields.

NOTE: In order to add a new ticket expense from FastLane, at
least one expense value (POV Mileage, tolls or ticket expenses)
must be greater than 0.

3. Click the Submit button to begin processing your reimbursement.

The FLTR Module then verifies that the entered additional
expenses are in the correct format.

If the amount entered is not in the correct format, an error message
will be displayed at the top of the page informing the participant of
the error.

If the additional amount entered is successfully verified, the FLTR
Module saves the information and submits it to the NSF for review
and approval. A Confirmation screen will be displayed informing
you that the entered additional expenses have been successfully
submitted to NSF (See Figure 26 below). A reminder is also on
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the screen informing you that all receipts must be received prior to
any reimbursement being distributed.

M5F Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help

FastfEL] Panelist Logout

Functions| HoME

Travel and Reimbursement | man

Submit Expenses

Success: Your ticketed amount has been submitted to NSF.

REMIMCER: All receipts must be submitted prior to any reimbursement being
distributed.

2k

Download Adobe Acrobat Reader for wiewing PDF files

Mational Science Foundation
4201 Wilson Boulevard, Arlington, Wirginia 22230, USA
Tel: 703-292-5111, FIRS: 800-877-8339 | TDD: 703-292-5090

Privacy and Security

Figure 26 - Personally Purchased Transportation Ticket Confirmation
4. Click the OK button.

The Submit Expenses Main Menu page will be displayed again.
Any other actions within FLTR can now be completed.
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